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Basics  

Technical Support 

Technical Support Help Desk hours are 8am to 4pm Monday-Friday.  

GEM Software Development Inc.  

P.O. Box 623 

West Kennebunk, ME 04094 

207-985-8802 

support@gemsoftwaredevelopment.com  

System Requirements 

The CTE Application software has been tested on Windows, Macintosh, and Linux computers and popular 

web browsers (including Internet Explorer and FireFox) and works well on any and all of these 

systems/applications.  

You should use the latest version of your preferred browser. Older versions may impact how the website is 

viewed. Additionally, features in current versions provide increased security and ease of use.  

Navigating within a Form 

To enter information/numbers into the various forms, place the cursor in the area of the form you want to 

write to and click the mouse. To move to the next field in a form, press the Tab key or click the mouse pointer 

in the field. To go back to the last field, press Shift+Tab or click the mouse pointer in the field.  

Posting Information to the Website 

This program is designed to post information you enter to a common website for use by the MDOE. 

Information you post on this website is not saved to your local computer but to a remote server. When you 

post information (by clicking the Post/Update button), you are transmitting and saving the information to the 

server. Post/Update is to a web-based application as Save is to a computer application 

Pop-Up Windows for Help Menus and Data 

When you click on a Help button a new “pop-up” window appears. A pop-up window is a separate, smaller 

window in the foreground of your work that contains useful information (usually instructions or data 

pertaining to the section you’re working on). Pop-up windows allow you access to specific information 

without losing your place. In most cases, the Help menus are “context sensitive” meaning they show 

information specific to the section you are working on. The pop-up window can be closed by clicking the "X" 

in the top right corner or by clicking the "CLOSE" link at the bottom of the pop-up.  
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Links 

A link is a mechanism that takes you to a specific place in the application. Links are underlined. In these 

applications you can determine whether an item is a link by moving the mouse pointer over the item. If the 

pointer changes to a hand as in the figure below, the item is a link. On the illustration below, for example, 

clicking on the SITE SETUP link will take you to the Site Setup screen. 

 

Online Form Design 

These applications use Online Forms to collect data. These forms contain fields that are set up to assist you in 

entering information. The application uses the following four types of fields:  

• Text Boxes, which allow you to enter text by using the keyboard.  

• Drop-down Lists, which allow you to select an option from a pre-defined list. Click on the item you want 

and it will appear in the proper place. In instances where there are lists inside other lists a small arrow 

will appear on the right side of the dropdown box. Put the mouse over that arrow to view that list.  

• Radio buttons, which allow you to select one item from a group of options.  

• Check boxes, which allow you to select one (or more) items from group.  

 

Printing 

Printing pages from the website works just like printing any other page. It varies according to the browser 

being used. Typically you can either click the PRINT icon in the browser toolbar, or you can select File, Print 

from the menu bar. NOTE: You may want to set your printer margins to ½" instead of the standard browser 

default of ¾" (Select File, Page Setup from the menu bar) or by printing at a reduced size (i.e. 95%).  Note: 

The contents of the top and bottom of your printed documents will vary depending on how your browser is 

set up. By clicking on File Page Setup you can see the settings currently in your browser. The arrows on the 

figure below show where to change your Margins, Header, and Footer information. 



 

Formatting Text that you Enter 

Unfortunately the normal tools you use to format your work do not work in an online document. However, 

you can format an online document by using the following HTML codes.  

• Bold - type <B> before the text, and </B> at the end of the bold text 

• Underline – type <U> before the text, and </U> at the end of the underlined text  

• Italics -  type <i> before the text, and </i> at the end of the italicized text  

• To center a statement – type <center> before the text, and  </center> at the end of the centered 

statement 

• To change the color of  text – type <font color = red> before the text, and </font> at the end of the 

section you want to color. (Color can be most any common color name, e.g., red, blue, orange, brown, 

gold, green, etc.) 

 

Website Address (URL)  

To get started, open your web browser to the Department of Education's Consolidated Application Welcome 

page by typing https://www.4pcamaine.org  in your address bar as shown below. The “s” in the https 

indicates that this is a secure site. Once you type in the address push the enter button and it will take you to 

the welcome or Home Page shown on the next page. 

 

Note: We strongly recommend you add this page to your favorites. That way you don’t have to keep entering 

the URL. To add it to your favorites in Internet Explorer, use the Favorites menu command. Click Favorites 

then click Add to Favorites to add this page.   

 

https://www.4pcamaine.org/


Logging In  

Click on the link under Carl D. Perkins Career and Technical Education Act of 2006 to be brought to the login 

screen for your application.  

 

 

 

 



Below is a picture of the login screen. Enter the Login/Username and PIN/Password you were provided. Your 

Login and PIN are case sensitive meaning that you must use capital and lowercase letters where specified.   

 

 

Note: If your login or PIN has an underscore in it as in Pine_Valley you must hold down the shift key when you 

make the underscore. Having your keyboard “Caps Lock” on will not achieve the desired results. 

Once you login you will be taken to the screen shown below. This is the starting point for completing your 

Perkins grant application, Annual Progress Report, or Encumbered Obligations Report.  

 



Data Entry Menu 

 



STEP ONE: Install ieSpell for Internet Explorer 

Clicking this link will bring up a new page with instructions for completing the install of ieSpell.  

 

STEP TWO: Site Setup 

Complete or Edit your CTE Site information. As indicated in the screen shot below, this is where you change 

important contact information related to your application/performance report etc. Any emails going out from 

MDOE will be sent to the email address shown here. Also, if you want to change your current Login and 

Password you do it here. Please make sure you click the Post Update button and the Update Login\Password 

buttons before you leave the screen. 

 

 

 

 

 

 

 

 

 



 

Annual Progress Report  

The link “Annual Progress Report” will take you to the progress report for the year you have/are just 

completed. A list of activities will be under their program description. To view an activity, click the Get 

Activity button next to its description.  

 

 

 

 

 

 

 

 

 

 

 

 



 

Below is what all of your activities will look like for the entire annual progress report and the process to 

complete the annual progress report will be the same throughout.  

 

 

 

1. Use these text boxes to type in the start date and finish date of the activity.  

2. Click on the appropriate radio button to select whether the activity has been completed or cancelled.   

3. Use the text boxes provided to type in the activity progress/results and impact/lessons learned.  

4. This is the activity budget table where you will enter whole number amounts (NO DOLLAR SIGNS, NO 

COMMAS, NO DECIMAL POINTS) into the white text boxes for actual expenditures and encumbered 

obligations. The first white row of the table shows your approved budget amounts. Please note the 

gray areas of the table are used for calculations and the cells cannot be typed in. They will calculate 

after you click Post/Update.  

Continue this process for all activities listed in your Annual Progress Report menu. 

 

 



Perkins Obligations 

If you have encumbered obligation amounts, a Perkins Obligations form will appear below your activity after 

you click the Post/Update button. You must provide an explanation for the encumbrance before you can 

submit the annual progress report.   You will need to do this for every activity in your annual progress report 

that has an encumbered obligation amount. 

 

 



Encumbered Obligations Report 

Once the Annual Report has been submitted, the link to the Encumbered Obligations Report will be visible on 

your data entry menu. Clicking on this link will take you to the previous program year of the application you 

are working on.  A list of activities with encumbered obligations will be under their program description. To 

view an activity, click the Get Activity button next to its description.  

 

 

 

 

 

 

 

 

 

 



Below is what all of your activities will look like for the entire encumbered obligations report and the process 

to complete the encumbered obligations report will be the same throughout.  

 

 

 

 

1. Use these text boxes to type in the start date and finish date of the activity.  

2. Click on the appropriate radio button to select whether the activity has been completed or cancelled.   

3. Use the text boxes provided to type in encumbered obligations report comments .  

4. This is the activity budget table where you will enter whole number amounts into the white text 

boxes for expenditures after the APR. The first white row of the table is what amounts were 

encumbered from the APR. Please note the gray areas of the table are totals from what is entered 

above and are not open to edit. These totals will calculate after you click Post/Update.  

 

Continue this process for all activities listed on your Encumbered Obligations Report Menu. 

 

 

 



CARL D. PERKINS GRANT 

Site Profile 

Use the text box provided to describe your organizational structure and complete your site profile. Click POST 

UPDATE to save changes before moving onto the next step.  

 

 

 

 

 

 

 

 

 

 

 

 

 



Program Section Basics  

For all program descriptions, excluding Articulation Agreements and Collaboration plan, the data entry 

process will be the same. 

 



How to Create a Goal  

 

1. Using the text box provided type in your goal title or description.  

2. You must click Post New to create your goal. Once you have done this, your goal will show up in a list 

below, as shown by #3. You may create multiple goals for each question if needed.  

3. To view/edit a goal and its activity(s) and activity budget(s), click Select Goal next to the desired goal 

description.  

 

You will then be brought to the following screen:  

 

1. To edit your goal description, make the appropriate changes in the text box and click Post/Update to 

save your changes.  

2. If you would like to delete the entire goal (including all activities and activity budgets), click Delete. A 

warning message will pop up; click OK to continue with the delete or Cancel if you do not want to 

delete your goal.  

 

   



How to Create an Activity  

 

 

1. To add an activity to your selected goal, use the text box provided to type in the activity title.  

2. Click Post New to add your activity and view/edit the activity budget. (see image below) 

 

After you add an activity, the activity budget will appear right below your activity description. Enter in the 

amount using only whole numbers without dollar signs, commas, and periods. Use the POST UPDATE below 

the activity budget box to save changes.   



To add multiple activities to a single goal, you may use the bottom section highlighted in yellow “add a new 

activity.” Again, use the text box provided to type in your activity description and click Post New.  

 

Please Note: Each activity description will have its own Post/Update below the activity budget. You must 

Post/Update your work in order to save it. You may edit the activity by entering data below the “Edit 

Activity:” bar.   

 

 



Equipment Purchases 

 

After an amount is entered for 6150 (minor equipment) or 7300 (equipment) and has been added by clicking 

Post/Update, the link TO EQUIPMENT FORM will appear in yellow. You must complete this for every activity 

that has an equipment expenditure.  

 

 

 

 

 

 

 

 

 



EQUIPMENT FORM 

The Equipment form is where you will itemize and provide details for equipment purchases for each activity 

with an equipment expenditure. The section, goal and activity you are working on are shown at the top. Click 

on the link next to the word “Activity:” to take you back to the program section you are working on.  

 

1. Use the drop down menu to select your program for the purchase.  

2. Use the text box provided to type in details of your purchase.   

3. This is where you itemize your equipment purchases. There will always be three empty rows shown 

here.  The budget code is a drop down list, either 6150 for minor equipment or 7300 for equipment - 

depending on your activity budget. The remaining columns are text boxes where you will either enter 

in text or whole numbers for your equipment descriptions. Click Post/Update to save your changes. 

After you post update, the added rows will appear above the yellow title bar and you will see the 

three empty rows below. To delete a row, remove the item description and click post update.   

If the quantity purchased is more than one, enter the cost of only a single item for “Perkins funds 

used per unit price” and for “unit price”. The total will be auto calculated.  

4. Shown in blue text your itemized amounts will be totaled, along with the total amount budgeted.  If 

these numbers are off, you will see red text with the difference. You will need to balance these 

before you can submit the application.  



Contracted Services 

After an amount is entered for 3000 Contracts and has been added by clicking Post/Update, contracted 

service agreement will appear below the activity budget. You must select “yes” your district understands the 

contracted service regulations in order to expense contract funds. Selecting “no” will result in the amount 

expensed to contracts returning to zero.  Click on the desired radio button and click Post/Update. 

 

 



Placement – Articulation Agreement Table  

Step #1 

In this table, click inside the desired check boxes to select CTE programs which are linked to a post secondary 

institution with an articulation agreement.   

 

 

Click Post/Update to save changes before moving to the next step. 

Step #2  

The cluster and CTE program selections made in step #1 will be brought into the table shown below. For each 

CTE program mark the postsecondary institutions it’s linked to, the type of linkage, if recognized credential at 

secondary level, and if the program qualifies as a program of study. If there is a credential granted, list it in 

the indicated text box.  



 

 

Click Post/Update to make your changes before moving on. 

Collaboration Plan 

In this program section, you will need to use a similar table as shown below table to select how stakeholders 

are involved or informed in this title. Select the methods for each stakeholder row by clicking inside the box. 

A blue check mark will indicate your selection. Answer the remaining questions on the page and click 



Post/Update to save your changes. 

 

 

EQUIPMENT PURCHASES(135-4)  

From the data entry menu, click the link that reads “Equipment Purchases”  

 



This will take you to the full equipment purchase list. There you will be able to view a full list of all activities 

by name whose budget includes an equipment purchase as shown on the picture below.   

 

 

 

Budget Summary 

The budget summary shows all activity budgets by program description. The totals for all of these are shown 

in the section below Local Application Budget: Budget Summary. You will not be able to make changes here. 

If you need to edit amounts, you will have to go back into the activity and make the changes there. Your 

activity budgets must meet the allocation in order to submit your application. Not also, that the total from 

the budget summary must be equal to the amount of your allocation.  



 

 

 

Workforce Education Annual Status Checklist 

You must select either Yes or No on all items displayed on this checklist. Be sure to click the Post Update 

button before leaving the screen. 



 

 

Center/Region Advisory Meeting Report (AMR) Menu 

From the main menu, click on the link that reads Center/Region Advisory Meeting Report (AMR) Menu. That will take 

you to the screen shown below, showing a list of advisory meeting reports previously submitted and giving you the option 
of creating a new report.  



 

Click on CREATE A NEW REPORT. This will take you to the screen shown below. 

 

 

Complete each of the sections highlighted 



Project/Budget Adjustment Report 

 

1. This section is used to create a new project for the project adjustment report. See the section of this 

manual “create a new project for the adjustment report” for further instruction.  

2. This section of the menu lists projects which have been adjusted under its program section. You can 

view how many adjustments that project has had, the amount of the adjustment, and which 

adjustments have been approved. To access the adjusted project, click on the link of the project 

name.   

3. This section lists all projects that have not been adjusted. You may click on the project name links to 

view select a project for adjustment.  

 

 

 



Create a New Project for the Adjustment Report 

 

 

 

After click POST UPDATE, the section to select the goal for the adjusted activity will appear. 

 You can either choose one of your existing goals for the program OR create a new goal. Click into the 

appropriate radio button to make your selection, followed by POST UPDATE.  

 

 



 

Summary of Adjusted Budgets  

 

 

 

 

 

 

 

 

 



Submission Menu 

Once you have gone through your entire application and your budget is balanced you will need to submit it 

through the submission menu. To access the Submission Menu from the data entry Page, click on “TO 

APPLICATION SUBMISSION” in the blue menu bar at the top of the screen. You will then see a list of links for 

both your annual progress report and each section of your application. To the right of the link are radio 

buttons that indicate the status of each section, these automatically update as you go through the 

submission process.  

 

 

 

 

Please note:  The description of programs will not appear until the activity budgets equal your allocation. If 

you see this message (shown highlighted in yellow above) you will need to return to data entry, adjust the 

budget activities, and reopen the budget summary before you are able to view or submit these sections.  

 

 

 

 

 



Marking a Section Complete 

For all sections of the application, the process will be the same. To view a section, click on the desired 

sections link. 

 
 

It will bring up the information entered from data entry as a non editable full form. Go through and check to 

make sure you are satisfied with the contents before marking it complete. 

Please Note: Once a section has been marked complete, it is no longer assessable through data entry. If 

you do see something you’d like to change, return to data entry and make them there.   

 

 

 

 

 

 



 

If everything is complete, at the bottom of each page there is text box for entering in your application pin. If 

there are errors in the application, you will see a red message instead saying that it is not yet ready for 

submission. To fix the indicated error, return to data entry and POST UPDATE any changes.  

Enter in your application pin in the provided text box provided and click “Mark Complete.” After doing so, the 

page will refresh and the “Enter Application PIN” section will disappear. 

 

 

 

 

 

 

Use the next and back links to navigate through the application, or click MENU to return to your submission 

menu. 

 

 

 

 

 

 

 

 

 

 

 

 



Go through and repeat this process for the remaining sections of the application. 

  

 

 

After you mark the last section complete, you will be brought to the following screen and next step of 

submission.  

 



 

Superintendent Electronic 

Signature Submission 

 

This screen will then come up and an 

automatic email will be sent out 

containing instructions with an 

electronic signature. If for some reason 

the email is not received, clicking 

“resend electronic signature email” 

will have it sent again. 

 

 The application will be locked at this 

step until the superintendant agrees to 

the statements and conditions shown 

by clicking in the checkbox and typing 

in the electronic signature. Clicking 

“Submit Application for Review” will 

finalize submission of your application 

to the department of education.  

 

After this is complete, you will be 

taken back to the submission menu. 

The superintendent’s job of signing the 

application is complete and may log off 

by clicking “LOG OUT” in the blue 

menu bar at 
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